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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTO 

RECOROS MANAQEMENT plVlSlON -_ -.- --.,.A .._-,.-_.. _ ~ - .  . i . ~ * _ ~ - _ ~ _ _ _ - ~ . ~  .-.. l.-~ , . ~. ~~ r ~~ .~ .~~~~ ~ , ~ 1 .  .~. ~ . _  .-.= ~: 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: S e  Publication No. 76-!3M-! for instructions on completing th is  form. Forward signed original to 
Department of Archives ad History, Records Management Division, 330 Capitol Aveny. Atlanta, Gaorgia. 30334. 
Attention: Schedulina Section. 

L 

Application b t e  

Application Number 720 W e s t  Tower,  Floyd Bldg,7th F1 

Fiscal  Office/Premium +ax Div. 
S e c u r i t y  Deposi t  D iv i s ion  

200 Piedmont Avenue . ~~ ~ ~~~~-~~ ~ ~ ~ ~- __ ~- ~- 

GeCifg-la - ng Title Telephone Number 

3. Action Requested 
a. Kl Estaoiisn Retention Schedulettecord will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipeted. 
- c. I 0 Amend ~ Application No. 
4. Dater ot Series 
Earliest 

~ - - . I . . C h e c k ~ . ~ n ~ ~ - O ~ ~ ~ -  51 Sum-ede;. 0 Void---- .- ~- - .  . ~. __ 
5. Records Series Ti t le (followed by title ussd in office; if different) 

What is the function of the Division and the Office in which this record series is created? 
Lste* I 7:1:26IPreEenL -~a-rtex~ly. -Prem_i_um- -TaX.-Re t-u~rn.s SID-.UA~~~AU~-~ t~ cop~ ie  ' .- 

The Comptrol ler  Genera l  is  r e s p o n s i b l e '  f o r  r e g u l a t i n g  i snurance  companies 
and admini . s t ra t ing  in su rance - re l a t ed  laws: supe rv i s ing  ~~~ . and l i c e n s i n g  loan  
companies making loans  of $2,500.00 o r  less: and en fo rc ing  t h e  Statel~s 
F i r e  S a f e t y  laws and. Mobile .Home Sales Regula t ions .  
The Fiscal O f f i c e  is re spons ib l e  f o r  main ta in ing  accounts,  budget and payro:  
records and informat ion .  

tax r e t u r n s  f o r  i n su rance  companies. 
S e c u r i t y  Deposit D iv i s ion  is  r e s p o n s i b l e ' f o r  main ta in ing  s e c u r i t y  deposits 
f o r  i n su rance  companies. 

6. Division and Office Function l- 

- _  - '. 2. . . -  . ~ .  - .~ 

~ ~~ ~. ~- - .- The Premium Tax Div i s ion  i s  respons ib ' le  f o r  main ta in~ing  ., . .- 

__I I _____ ~- __ ~~~ ~- . . ... - 

7. Ruord S l r h  Description 

Documents relating to: 

This file contains the following documents (include form numbersand tirles, if any): 
Attach samples of the file. 

F i l i n g  of Q u a r t e r l y  premium Tax, Returns  by in su rance  
companies l icenged  t o  do b u s i n e s s  i n  Georgia.  

lnduded are: 
Form GID-12A 

By Va l ida t ion  Date per q u a r t e r  o r  by q u a r t e r  obly without  . File is arranged: 
~ k ?  . .~ 

. .. ". \ v a l i d a t i o n  date. . . , . .  ~~ ~. - .. ... ~. .~~~ ~ ~~ ~ 

How often are records referred to which are: 

Seven to twelve months old -. 1 . --~-; Thirteen to twenty-four months old __ - ~~- ., ' 

. ~. ~. ~ 
~- ~ ..... ~ ~ ~~~ __ ~ ~~ ~. . . ~~ 

I . .  
-.-. .-~-;Shelves-~._-~~~-. ; Other (specify) 2 -___ 5x8 ~ Files -~ ~~ .~ 



g. Is the infdmation contained in this sarler ever &alyzedend/or -. recorded-in a summarlred rrport? 
IfyaLaaechrrow,.~:- . ~ ~.. ~ .... _-.L .------. .. - . . .. ~ .~ _. .~ .~~~~ 

or in another oftice or agency? . 8 

foniouter lxintoutl ~. ..: ~.~ ~ ~. . ~ ~. ..,.. ~ ~ ~ 

ac&CasudJt~y ~ Ca_A2as&i\es . ~ -- ___ - 
c mictrrfilmed2._- , - ~ . . .~. -. - 

, I- 

The following requires the series to be kept: .*? 11. Retention Rquirernents 

a. State Law ~ - . ~ ~  -years. 1. Audit period -..-A ~ ~: ~ -~ -,years. 
b. Statute of limitation ~ ,years. e. Administrative need - .~ ~--~-,years. 
c. Federal law I ~ . ~- .. ~---years. f. Federal retention instructions -years. 

, . , .  Attach copy or excerpt Qf laws or regulations. Explain administrative need. =.-< ,. - .  . ~ ~' ~ ~ ~ -, .~ 

0 Transfer to State Archives for permanent retention. 
0 Other (specifyl 

These instructions apC..' to al l  prior and future accumulations 0. :he series. 

.- . ,.. . .  , - . .  
.. . .  



-- 
c ~. 

* ITEM 2 5 .  I , 11 

Cut  o f f  f i l e s  a t  end of ca lendar  y e a r ,  then 
A. T rans fe r  F i r e  and Casual ty ,  T i t l e ,  F r a t e r n a l  and Non-Profit 

Assoc ia t ion  Companies F i l e s  t o  t h e  State  Archives', then  hold  
f o r  25 years .  ' 

B. Hold L i f e  Insurance Companies F i l e s  i n  t h e  c u r r e n t  f i l e s  area 
1 y e a r ,  then  t r a n s f e r  t o  t h e  St'ate Archives,  then  hold f o r  24 
years .  

A t  t h e  end of t h e  25 yea r  per iod  a f t e r  cu t  o f f ,  t h e  S ta te  Archives w i l l  

o t h e r  than  Georgia).  F i l e s  f o r  a l l  domestic companies(i .e.  companies domiciled 
i n  Georgia) w i l l  be  r e t a i n e d  permanently i n  t h e  State  Archives.  

~ des t roy  f i l e s  f o r  a l l  fo re ign  companies ( i . e .  companies domiciled i n  States 

.b .. 


